Approved For Release 2009/05/05 : CIA-RDP78-03362A001 8001 10001-7 


25X1 


OFFICE OF TFvAINMG 


DIRECTIVE 


C OURSE ; Ijastrttotor Tralnlnt 


SUBJECT: Lesson Planning 


HOURS: 


METHOD OF PRESENTATION: demonstration, INSTRUCTOR:. 

StuiSent presentations 


OBJECTIVES ^ I NSTRUCTION : To acquaint students with all the steps necessaiy 
in constructing a. lesson plan; to allow students to construct their own lesson 
plan from an assigned topic; to have students present orally their lesson 
plan before the group. 


SU^MIRY OF PRESENTATION: 
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SUBJECTS VJITH WHICH COORDINATION IS REQUIRE! 
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Lesson Planning; M 21-5, pp. 99-105. 


REMARi^: Chart: Consider in you Estimate 
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STAT 


InstrxiG- or fraiBii# Cotirse 

Ms SOB I*l^pBlng 


Titla 




STAT 


Rafaravicara 


Porsonnsl 


: Ten'-so’-- Planning: 

nciplss of preparp.tion 
Staident premratloB 
St’idnnt pr®ser»tB^lc« 

: 1. To acqmint stnft^'nts wth all 

In const3*ncting a lasson -plRn 


430 rdrrates 


steps nseessarj 


2. To allow students to construct their mna lesson 
plan fros an nssignsd topic 

3. To hr',r(?. students pr'3E5ont orally tbsir lesson plan 
heforo the group 

Lesson Planning; 21-5, pages 99-3-05 

1 asolatsnt vrith the instructor used to help stu tents 
construct a plan 

1 assistant, chief .Instructor from the l-.rrinch, nnd 
the instructor ussi to constructively evaluate the 
ot'rlents * rro sente tlons . 

1 o.oniste-nt to tape record all student presente— 
tiofts . 


Materl al; 


Tape reooi-der, lapel microphone, and necessary tape tc 
record student rrasentations 


Trr-ini-r lido ; Chart ’'Consider in yottr Estimate" blackboard willh pre- 
paration stage of lesson plan on "Here© Wire Recorder" 
vTritten nut, AttRchsient in "Ijarscn Flanning." 


I* Prasentatio n 

A. Lntroduotd on (Motivation) 


l_ 


1. Tlia iiistructor must be able to plan for all factors inveir- 
ing the effective prosentation of sui ject 'oatte^i-, 

2, He will be batter a’-ls to do this anticipatory thirfeing if 
definite steps of rrocodur® are outlined for Mm to follow. 
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3. First hover will Mtmpa rwesssaiy in planning a lasaoB, 

T;^o snd nn« half hovera will 'be spent in pr paring a lassnn. 
Flva hours will be ^eroted to iridivldusl presenfetioa# Vhleh 
will be approxinately 20 sdnutos per student. 


B. Sxplanittion 

1. Contents of a lesson plan 

a. Preparation 

b. Presentation 
e. Application 

d . na t ;I on 

e, Ihscusai-on and/or criti?|iia 

iloj^: Slow chart "Consider in lemr Estlmt®" 

2. Go over steps In "Eetlaate" 

3. Go over stp pr necessary in Preparstion ualng reference 

Attachrfiertt A 

4. Using the blackboard with th® VTTitten prapsratlon on "Wire 
Recordar” ezi^in its use, 

5. Fbllow saste procedure for reaeining stops in lerson plan 
usirr AttachsEcnt A orA P . 

Prenari n^ instmiei'i on a 1 ^ shew cxm&ple 


^p 1:T cation 


10 lain. 


35 


130 


, Preparation of lesson plan 

1. Tn the folloving 2—2/2 hours stndonts are to foraulr to a 
plan froji an assign^ topic. 

2, ^st-ouctor and ansistsnt to circula te about the roc® and 
render assistance to students ^dioravar z^cessary, 

Ib'csentation of 2.03son by students 

1, Students to h"r© prasentations recoiMod and pl?-:yed beck 
at a convenient time the folljcn»ing week in tiie presence 
of en i'lstrijctor, 

2, students will ’> a assigned to evaluate eadh student 
presents, t5 on. 


P50 
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Ins truest crs and the ehlef instructor xrlll 

evaluate rresentEtion, 

4* Bwlxiators ns well m the class, will orally express 
their findings after each presentation, 

Co!3^1eted evaluatlcm sheets to he given to student 
for study. 


Total Tiiae 


43D 
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THE LESSON PLAN 


Lesson planning has been deferred until the end of the course because 
the Respective instructor must have the total teaching situation 
in mind before he can begin his lesson plans. The preceding topics 
shotdd convince the beginning instructor that there is &ore to 
teaching than knowiR his subject, methods of instruction, and tech- 
niques of presentation. He must understand people and have a concern 
for their interests, problems, and needs. There are few situations 
in professional life comparable to the position of the instructor 
who is almost solely responsible for what goes on in his classroom 
or at his training site. To approach his responsibility without 
planning not only would indicate incompetence but also invite disaster. 

There are instructors who do not make systematic lesson plans but 
they are not the supRior instructors. Those who plan best, teach 
bRt, Instructors with many years of experience find that their 
plamiing can be on a longer range basis than for a beginning instructor, 
iheir plans can be less formalized. But no ejcperlenced instructor 
makR the mistake of approaching a training session with no idea of 
what he is going to do during all phases of that session. This paper 
outlines a systomatic approach to the preparation of instruction. 

Purposes of the Lesson Plan 

1. The lesson plan guides the instructor in the selection of 
material and complete coverage of a subject. The instructor 
will be inore carefial of his selection and organization of 
instructional points when he writes then into a plan, 

2, It aids the instructor in presenting his material in the 
sequence retired for efficient learning. It makes certain that 
proper consideration will be given to each part of the lesson, 
ihe plan provides time control, (See Attaclnnent A), 

pa*ovides an outline of the teaching methods and procedures 
R be used in the instruction. It will insure proper use of 
training aids, 

4. It serves as a record for use in making examinations, relating 
each iRRn to the course objectives, and ddtermining the status 
of training of a class, 

5. It gives confidence to the instructor. The lesson plan 
is his preparation instirance, 

6. It refreshes the memory of the instructor and serves as a 
struction°^^^^^^^^°“ emphasis of the salient points of his in- 
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Steps In Less /Flemnlng . 

Preparation by the instructor is the first step in lesson planning, 

1, Objectives . 

This is actually the starting point for any planning activities 
by the instructor. The instructor must realize from the start 
what he expects to accomplish. The objectives should be specifically 
stated by the instructor in terms of the learning he hopes to 
develop rather than be stated in broad general statements. 

Learning is more effective when the student is aware of what 
he is to learn and what is expected of him. This principle is 
applied by the instructor when he emphasizes the objective of 
the lesson in the introduction to his lesson and makes frequent 
reference to his purpose as he covers the main points of his 
unit.. The objective of a lesson states what the student will 
do and how he will use the material presented rather than what 
the instimctor will do. Stating objectives in terms of the exact 
procedures and information required for field use enhances their 
practical value for the student. 

The instruc'tor who reviews the units which have already been 
presented and ties them into his own instructionj showing how 
they will help the student, is applying this principle. The 
application of this principle provides the student with the 
opportunity to bring the details of instruction together SO 
that he can see and do the complete assignment, thereby giving 
him a meaningful objective toward which he can direct his learning 
effort, 

2, Unit of subject matter to be taught . 

After the instructor has determined his objectives he should 
decide on the skills, knowledge, or techniques required for the 
successful performance of the task or the fulfillment of the 
instructional objective. Each teaching job should be analyzed 
to determine: 


a. Operations necessary to do the task, 

b. Knowledge required to do the task. 

In order to make an analysis, divide a sheet of paper into 
two columns, listing al 1 the operations on the left side and all 
knowledge required to do the job on the right side. 


For purpose 
Assume that the 


of illustration 
job selected is 


a simple example can be used. 
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' The analysis would be as in the following outline. Operations 
represent the manipulative steps necessary to complete a job. 
The detail to which the job is analyzed depends upon the 
complexity of skills involved in perfoiroing the operation. 

The knowledge column represents the technical and related 
information required by the student. 


3, Motivation . 

Vfhat factors of interest, personal experiences, or other 
background information would appeal, stimulate, and bring the 
group to take an active interest in the lesson to be presented? 
Can you show an immediate need? Active participation? These 
are some of the major questions the instructor shoiild ask hinw 
self in formtilating his motivation step of the lesson. The 
instructor must know as much as possible concerning the interests 
of his students. He may get attention through intensity and 
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novelty, but he mtist plan to hold that attention by some genuine 
interest or need. The instructor must maintain interest by 
constantly shifting attention from one phase to the next phase 
in llie development of a series of operations, An exciting game 
holds the spectator's attention but for all this his attention 
is nimble, passing from one development to the next. He keeps 
pace with the game, A good instructor does not start a learner 
and then sit at a desk and let the learner alone but keeps "pimiping” 
away at each new stage of learning with new interest-stimulating 
devices to motivate the learner. 

Learning is interesting when the learner feels that he is 
getting something worthwhile. Even severe effort is pleasant, 
granted that something significant comes out of it,; Therefore, 
teaching projects or problms which are simply exercises do not 
have the same value as projects which are real jobs and are a 
part of actual operational procedure. The good instructor 
will, therefore, use "live" problems or situations wherever 
possible as an important interest and motivation factor. The 
instructor should see the job he is teaching through the eyes 
of the learner, 

4. The order and method of presentation of the subject matter . 

Another important step in planning is the selection and 
organization of subject matter for the lesson. The best criterion 
is that the order "makes sense" from the learner's point of view. 

This requires a full understanding not only of the subject 
matter but also of the level of the students’ knowledge and 
abilities in the subject. This instructional order of materials 
frequently differs from the order in which they will be used 
later by the learner. This indicates that a sequence of materials 
arranged in order of difficulty may not constitute the best 
instructional organization of that material, as the student often 
will not see the reason for, or make immediate use of, what he 
learns. 

General principles of arranging new ideas or procedures 
for instructional purposes arei 

a. Arrange the material so that the student will see the 
necessity for each step in the instruction as it occurs j 
that is, plan the sequence so that the materials have 
meaning from the point of view of the student. 

b. Start with material with which the student is familiar 
and proceed to that which is new, that is, work from the 
known to the "unknown", 
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c. Proceed from the simple to the complex whenever this 
is the only sequence of use of the materials, if this in- 
structional sequence does not violate the principles in 
(a) and (b) above, 

5, Visual and other teaching aids to be used . 

In light of the training objectives, consider the requirements 
for, and availability of training aids, equipment, training 
areas, and facilities. Frequently the instructor will have to 
improvise. Thus the importance of early planning. Illustration 
and demonstration equipment is seldom available at all times in 
any training situation. One way to avoid delay in securing such 
equipment and to increase efficiency of the teaching job is to 
plEin far enough in advance for all equipment and teaching devices. 

The following condensed planning form is siiggested here as a 
possible form for use in securing and scheduling teaching devises 
and supplies, 

PLANNING FORM FOR TEACHING DEVIOFS AlvTn STTPPT.TTiyi 


Lesson No, 

What Is needed 

Date needed 

Where it 
may be had 

Check when 
arrangements 
are comnletec 

1 

1 

{ 

1 

1 

) 

1 



6, State of training . 


In considering this factor the instructor checks the outline of 
his owtt COUUS8 and othei* cowses eompletod by thfe students to 
determine their previous training. In more advanced training it 
becomes necessary for the instructor to consider previous 
assignments and experiences of his students. With this information 
he can better tie in his instruction with other phases of the 
training program. It enables him to plan an effective approach 
to his subject - one which will meet the specific needs and 
background of the students. 

The instructor can explain many new things by giving illus- 
trations drawn from the past experiences of the student and 
showing these past experiences to the new material. The new 
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material to be taught is explained hy comparing it w^ ith some- 
thing with which the student is already acquainted. 


The task of the instructor becomes one of explaining new 
facts, information, principles, theories, and the like, in 
terms of everyday things with which the students are familiar. 

The instructor who describes carburetion as the "atomization of 
combustible material to facilitate combustion of ingredients" 
may be entirely correct but very few students will get the 
f ull meaning from this explanation. The subject matter must be 
explained by using illustrations and words which the students 
understand. 

Since all students have not had the same past experiences 
and do not attach exactly the same meanings to words which are 
used, no two students can be expected to place exactly the same 
interpretation on complicated phases of a subject unless good 
instruction prevails. This means that the instructor must 
carefully select illustrations and spend great time, effort, 
and ingenuity in other ways in order that his stiiients will get 
the desired meanings. In the early stages of training the 
instructor will have to draw his illustrations from experiences 
common to all stiidents in the group. As the training advances 
more and more illustrations should be drawn from the experiences 
of the beginning phases of the training program. 

Consideration of these factors which constitute the training situation 
establish in general the pattern of the lesson plan for the 
instructor. Within these capabilities the instructor develofs a 
plan for presentation and student participation ^hioh will aoMove 
the objectives of the lesson, 

7, Planning for field trips . 

Whatever equipment for demonstration and practice is available, 
it will be advantageous to the students to be taken into the 
field for the purpose of inspecting something that has been done 
or watching something that is being done. If these trips are 
to be of maximum value to the trainee, they raust be scheduled 
and planned so that each trip may be made as closely as possible 
to the lesson which most nearly ties up with the work that is 
to be witnessed on the trip. 
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PresentatiorL 

The second stage of a lesson plan is presentation. This is the actual 
presentation of the teaching material to the students. It consists 
of two major steps; the introduction and the explanation aixi/or 
d emons tration , 

1, Introduction . 

In the introduction, the trainees are prepared for the new 
material which is to bo presented. They are told what they are 
to learn, the;'!' are to learn., and the profielency they.arel. 
expected to attaxn. The instructor also outlines exactly what is 
to be done during the lesson so that the students will know how 
the lesson will be conducted, 

2, Explanation and/or Demonstration . 

At this time the instructor presents the new material to 
the students. This may be accomplished by a brief lecture, a 
directed discussion, demonstration, or other suitable method of 
Instruction. It may be accomplished by a combination of two or 
more of these methods. Whenever possible in this presentation 
stage, the instructor not only tells, but shows-— that is, demon- 
strates how things are done— so as to prepare the students for 
the correct application of knowledge and skills in field 
activities , 

Appllcation . 

In this stage the students are given the opportunity to do,. The capable 
instructor will have his students apply the principles and procedures 
learned in each lesson as quickly after his explanation or demonstration 
as possible. This application is one of the ways a good instructor 
makes a diffictfLt subject seem simple. Under his suporVislon his 
students, as individuals or as teams, shotald aprly what they have 
learned, thereby proving to themselves as well as to the instructor 
their mastery or understanding of the subject matter. Field instruc- 
tion provides many opportunities for both individual and team 
performance. During the applicatory phase the instructor continues 
his teaching and begins to test his students. The applicatory 
phase may be delayed until later lessons. 

Examination . 

In this step the instructor checks on the student’s understanding 
of the materials taught. The instructor can be certain that the 
students have mastered the essentials only after he has checked their 
ability to perfoim without assistance. In testing he faces the problem 
of what to measure and how to measure, A number of different testing 
techniques should be used to evaluate student progress. This phase 
may not be separate from the applicatory step— if full testing can be 
done during that step. 
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Discussion and Critique . 

the final stsp of instruction and always follows the appli- 
Slll^ ? the^ examination. Here the instructor reviews the knowledge, 
techniques, or appreciations acquired in the instruction and 
the progress made by the individual or group. Its functions are to 
^ complete picture of what has been taught and to clarify any 
instruction which are not entirely understood. The^ 

® icme IS usually restricted to the review given after an 

<=^itlque provides an opportunity to correct 
+n einphasize the objecti^re of the instruction, and 

nf learned in one lesson to the other instruction 

01 the subject or covurse^ 


I 


_L esso n .yian.. 

1 . The^iesson plan Is q 'guide j It is the iistruetor's; 'outline 

clQse. St'-.jd.ents are cyiuk to appreeiate 
+hfi* has- given the same attention to Ms teaching"- 

that he esq^ects- ’them ’ t 6 ^ 'give to their learning, ' ^ 

lesson plan is not a crutch. The instructor will seldom 
old the plan in his hand but he will have it available at all 
times for quick reference, 

oi;. ^ substitute for thinking. The instructor 

should master each step thoroughly before using it. The lesson 
skeleton which the instructor should fill out with as 
as^slibir^ examples, illustrations, and practical applications 

adapted to the class. If an instructor 
presenting a lesson, that the suggested procedures 
e not leading to the desired resMts, he should feel free to 

it how carefully the lesson has been 

planned it is impossible to anticipate with complete certainty, 
the reactions of different classes. A lesson should be planned 

in procetoe can be made if Lcessary. 

ra+hoJ? ^ learning of the students 

rattier than by the rigid execution of procedures outlined in the 

5 . No lesson plan is static. It will need constant revision 
situations are identical, and the instructor * 
trt >14?^ without revising it according 

lowei^^^r^®^^®® teaching efficiency is 

•In nT-4n+ ^ ^ °^ses Where lesson plans are reproduced by the unit 
In printed or mimeographed forms, the instructor should not hesitate 
to make notes in the plan to adapt the plan to the cSss! 

- 8 - 
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6, Lesson plans should be kept for futxjre use in revising and 
improving instruction. The unit which keeps a complete file 
of lesson plans will find that instruction will become progressively 
better. The making of plans 'will be facilitated and instruoton 
will have more time for .other' ^essential elements of preparation. 

If the unit needs to develop, a' testing pro^am the lesson pi An.q 
on file will form a basis for the construction of tests, 

Rehersal of the Lesson ELan . 

1, Desirable elements. In his rehearsal ' the instructor presents 
the lesson as completely as possible without the students present. 

If possible, the lesson shoidd be rehearsed in a realistic 
situation. Rehearsals are usually necessary if the instructor 
uses assistants and/or extensive training aids, or conducts a 

d emons trat ion , 

2, The following are elements of a desirable situation for the 
rehearsal ; 

Physical setup should be as near as possible to that of 
the actual situation, 

b. Assistant instructors hhould be present and rehearse 
their duties as they are expected to perform them during the 
actual lesson, 

c. Other interested persons shovild be present. They can provide 
constructive criticism. 

Final Check , 

The instructor shoiold provide himself and his assistants with sufficient 
time just before the instruction is to be given to get everything 
in readiness for the lesson, A check of these items should be made; 

1, Is the necessary equipment on hand? 

2, Are tables, chairs, benches, equipment, ventilation, lighting, 
etc, properly arranged? 

3, Are all instructional materials for students* use at hand? 
(Reference materials, mimeographed materials, manuals, assignment 
sheets, work sheets, tests, etc,), 

4, Are all assistants present and do they understand their duties? 

5, Have all the training aids been procured? 

6, Does the instructor have his plan or notes for use during the 
lesson? 


-9- 
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ATTACHMENT A 


POSSIBLE SUBDIVISIONS OF A LESSON PLAN 


Oiitllnp Leason Plan 


I, PREPARATION 
Title : 

Ob.i ectlves t 
Type : 

Time Required ; 

Classes Presented to : 

Tools, Eqtdpment and Materials t 

Personnel : 

Training Aids : 

References ; 

Study Assignments ; 

Students' Uniform and Equipment : 

Trans portation Requirements ; 


Subject to be presented. 

What is to be achieved in this lesson? 

Which methods will be used? Lecture, 
conference, etc. 

Length of this lesson. 

Trainees to receive instruction. 

Items needed by instructor for 
trainees in class. 

Assistants needed. 

Training aids to be used during 
lesson. 

Where is the subject matter for 
this lesson found? 

What should trainee ^tudy bofol'Q .;,1 
cooing tO' class? 

What should trainee bring to class 
how should he dress? 

Will transportation be needed? 



II, PRESENTATION 


Introduction ( ifct^vattpj ) state objective's give the ntudents 

reasons for learning this lesson. 

V/hy? What? How? 

NOTE ; , 

li some special techniques is used to gain 
the attention of the class, such as demon- 
strations or skits, put it into yoiu* 
lesson plan as a NOTE, 
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^ tandards ; 


Tell the students the standard of 
performance to be required of them. 


Explanation and/or D emons tration : a. All main points of the presen- 

tation should be designated (l), (2), 

(3)# etc, 

b. When notes, training aids, questions, 
and other instructional procediares to 
supplement the lesson plan are used, 
they are included in the plan as follows* 


Question ; What are the limitations 


NOTE ; Use chart #540, 


Illustration ; Draw net diagram on blackboard. 


Caution ; 

Example ; 


c. If a demonstration is used, 

(1) Outline in proper order the steps 

of the procedure, 

(2) Include in the outline* 

(a) Questions to check under- 
standing, 

(b) Notes on use of equipment, 

(c) Notes on safety precautions, 

(3) Summary, 

NOTE ; Summary should be used here if the vinit 

included application and/or examination. 
When the lesson includes only presentation 
and discussion stages, use the summary 
in the discussion stage. 


(a) Review main points, 

(b) Re-emphasize important itons 
and safety precautions. 


III. APPLICATION 

a. Outline in detail 

(1) Directions to students, 

(2) Arrangement of students, reqtiirements and materials. 
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(3) General plan for conduct of practical work, 

(4) Practical exercises, 

b. Outline of instructor's activities . 

(1) Supervision, 

(2) Procedtires to be followed, 

(3) Safety precautions to be observed, 

IV. EXAlilMTION 

a. Written tests, 

b. Oral tests, 

c. Observation of student’s work, 

NOTE: This step will be covered in applioatory phase, 

V. DISCUSSION AND/OR CRITIQUE 

a. Clarify points of difficulty which students may have had, 
b* Svanmarize the lesson, 

(1) Recap points covered, 

(2) Outline main points in the plan, 

c. Close with a strong statement, 

NOTE: A lesson which does not contain application or exami- 
nation stages will number only those stages employed 
and omit the others. In the case of a lecture (which 
employs only the Presentation stage) the main divisions 
will be: 

1, INTRODUCTION* 2, EXPLANATION; 3 , SU1#IARI 
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ATTACHMENT B 


SAMPLE OUTLINE FOR LESSON PLAN 
INSTRUCTOR TRAINING COURSE 


Title : 

OMectlve (s): 


Time Requj 


References : 
Training Aids: 


Presentation : 
Introduction (Motivation) 


Explanation and/or Demonstration : 


Time ReaulreH : 


Examination : 

Discussion and/or Critique 


Time Rec 


R-oguired : 
Time Required : 
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lESGON PLafmiNG APPLIOATION - Assigjsment'#? 


Eaoh student is required to prepare a lesson plMi» The topic will 
be assigned by the Chief Instructor of the respective branch. The 
plan sho?ild follow the foraat of the example giveii in the reading 
material, •’Lesson Planning,'’ k typed original and three copies of 
the plan must be submitted to the Chief, ITO, Each stadent will 

present his lesson to the class. The lesson will m imtes 

id-th m inutes allotted for the atuden'bs’ and instructors' evalu- 

ations, The ITC staff will notify the Chief Instructor of the respec- 
tive branch of the scheduled time for the student’s presentation. The 
Chief Instractor will assist in the evaluation. 

The purpose of this assignment is to: 

1. Acquaint the student wltti the uses of lesson plans, con- 
struction and format of the lesson plan as it is need in this 
organisation, 

2, Give the student, an opportunity to prepare a lesson plan, 

3. Allow the student to present his plan 'before a group, 

4, Evaluate other students and their lesson plans. 

5* Give the student an opporturJLty to h8.ve others constructively 
evaluate his efforts fer the purpose of improving his effeotive- 
nesa before a group, 

6, Recognize the assets and the shortcomiags of student-instruc- 
tors, so that the student will continue to improve as an instruc- 
tor in bis TR(S) assignment. 

The four copies of the lesson plan will be distributed as follows: 

Origianl copy - ITC instructor 

Copy 2 - Student evaluator 

Copy 3 - Student evaluator 

Copy 4 - To be retained by the student 

A schedule will be posted on the blackboard giv:lng the oi^er and the 
time of the presentations, and the student-evaluators for the lessons. 
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persons assigned to e/alaeta will* 

1. Evaluate presectations following the saffle procedure as was 
used in tJhe first essignuient, A different evaltiation form and 
a guide for its use ’d.11 be provided for Hiis purpose. 

2, Comment before liie class on the instructor's ability to 
fcdJLotf the lesson plan. 

Each instruction xd.ll be recorded xdth a playback at a scheduled time 
of the following week. At the time of playback the student xdll have 
the evaluation sheets. An instructor xdll be present to ansxfer any 
questions which may arise. 

Aids secured from the siaidents* assigned branch my be used. Training 
Aids Branch cannot be utilized to prepare an aid for the lesson. 

The technician who xdll make the recording will gi.ve a ”three-miiiutes- 
tc-go** XiTarning sign to each student ®id xd.li stop recording at the end 
of the allotted time. 

An instructor will assist any student in the prepax'ation of his in- 
struction during tae scheduled time for lesson planning. 
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lesson milNXllG 

This toptcof le«8on plaimix^ has been deferred until the end of the 
course, becaose the prospective instructor 'mist have the total teaching 
situation in mind before he can begin his lesson planso The preceding 
topics should convince the beginning instructor that there is a great 
deal more to teaching than knowing the subject matter » He must under^ 
stand people and have a concern for their Interestso problems© and needs^. 
There are few situations In nrofesslonal life comoarable to the position 
of the instructor who is almost solely responsible for what goes on in 
his classroom or at his training site© To approach his responsibility 
without pla nning uot onljr would indicate incoiooctcxicoo but would izxrite 
dieastero 

There may be Inetructors who do not make eystematic lesson pleuas© but 
they are not the superior Instructors ^ With few exceptions© those wh® 
plan best© teach bestci Instructors with many- years of experience find 
that their planning can be on a longer range basis than for a beginning 
instraetor© Their plans can be less fornallsedo But no experienced 
instructor makesthc mistake of approaching a training session with no 
idea of what he is going to do during all phases of that sessioiio 

lo Purposes of the lesson plan© 

a© It insures wise selection of material and complete coverage of 
a subject© It keeps the Inetruetor pointed toward a goalo The 
instructor will be more careful of his selection and organisation 
of instructional points when he writes them into a plan© 

bo It aids the instructor in presenting his material in the right 
sequence for efficient learning© It makes certain that proper 
consideration will be given to each part of the lesson© The 
plan provides time control© CSee Attachment A©) 

0© It provides an outline of the teaching methods and procedures 
to be used in the instruct ion© It will insure proper use of 
training aids© 

d© It serves as a record for use in making examinations© in re= 
lating each lesson the course object Ives © and in determining 
the state of training of. a clase© 

e© It gives confidence to the instructor© The lessbn plan is his 
preparation insurance© 

to It refreshes the memory of the instructor and serves as a guide 
to organisation and emphasis of the salient points of his in® 
struct ions© 
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2 o Steps in a lesson plane. 

ao Preparation bjr the Instructor is the first steo in lesson planningo 

Joci ivfig. o This is actually the starting ''pint for any 
planning actlTities by the instructoro. She instructor fnust 
realize, from the start ^st what he expects' to acco3ioli8he> 

The objectives should be specifically stated hy the instruct 
tor in terms of the learning he hopes to develop rather th: .n 
in broad general state.-nentso (See objectives for this lesson 
on Attachment G» ) 

is mpre effective iriben the student is aware of what 
he is to lea-n and what is expected of himo IPhis principle 
is applied by the instructor when he emphasizes the objective 
o^ the lesson in the introduction to his lesson and makes 
frequent reference to his purpose as he covers the main points 
of his unit. The objective of a lesson states what the sttt= 
dent will do ax>d how he -will use the material presented rather 
than what the Instructor will dOo Stating objectives in terms 
of the .exact procedures and infornation required for field use 
enhances their practical value for the trainee.. 

she principle of objective is also applied when the in 8 truc°° 
tor presents each unit of the lesson (or course) as a part 
of the wholoo The izistruetor of a class should be thinking 
in terms of training his students to do their Jobs; he should 
think of and interpret his subject in tern* of their needs. 

The instructor who reviews the units which have already been 
presented and ties them into his own instructiono showing 
how they will help the trainsso is applyiz^ the principle of 
the objective. The application of this principle provides 
the trainee with the opportunity to bring the details of 
Instruction together eo that he can see ani do the complete 
Jobo thereby giving him a meaningful objective towmrd which 
he can direct his learning effort. 

of. .subject matter to b* After the instructor 

has determined his objectives, he should then decide upon the 
knowledge, or techniques required for the successful 
performance of the task or the fulfillment of the Instructional 
objective. An instructor should make any effort that might 
be necesscry to prepare a lesson in advance so that the material 
can be presented during the Ixistructlon period without waste 
of time to Instructor or trainee. Bwh teaching Job should be 
analysed to determine: 

(a) The operations necessary to do the task. 

\ 

Cb) The knowledge required to do the task.^ 
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In order to niake an analyslgo divide a sheet of paoer Into 
two columns* listing all the operations on the l^t side and 
all knowledge required to do the Joh on the right sideo 

Assume, for eramnla . t hat the job aeleoted is 

. . . ^The analysis would be aa in the following 
outlinSo ®ie operations represent the manipulative steps neee^ 
ssary to complete a Jobo The detail to which the job is ana- 
lysed depends upon the conrolexlty of skills involved In per- 
formlrig the operationo The knowledge column represents the 
technical and related information reouired bv the fera.tna»>^ 


Motivationn Vhat factors of interest* persoiml experienceso or 
other background information would appeals, stimulateo »3nd bring 
the group to take an active Interest in the lesson to bs presented? 
Can you show a:: Immediate need? Active participation? These 
are some of the major questions the instructor should be aware 
of in formulating his motivation $tep of the lesaono ®ie 
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instructor rmisto first of alio know as much as possible cozs- 
eornine the interests of his tz^ineeso He oust get attention 
throng intensity and xiovelt^o but to hold that attention the 
appeal mast be mode to some genuine interest Or needo She in? 
straetor must obtain sustained interest by constantly shifting 
attention from one phase to the next phase in the development of 
a series of o erationso An exciting game holds the spectator ‘’s 
attentiono but for all this his attention is nimbloo passing 
from one development to the nexto He keeps pace with the gamoo 
a good instructor does not start a learner and then sit at a desk 
and let the learner alonoe but keeps "pumping* away at sach new 
stage of learning with new attention-getting devices to motivate 
the loarner^ 

To obtain continual attentionD the instructor must eliminate 
aisything which trauld lead to distractionso such ps poor vent= 
ilationo poor lightingo unnecessary disruptionse unnecessary 
noiseso traint^ talking too orich to each othero and congre- 
gating about a lenchg machine^ field pieceo and so forth., 

Learning is interesting when the learner feels that he is 
getting something worthwhiloe Hfforto even severe efforts is 
pleasant s granted that something significant comer out of it; 
therefore# teaching projects or •oroblems which a '♦e simply exer- 
cises do mt have the same value as projects which ^ re real Jobs 
and are a part of actual operational proeedureo The good in- 
structor wills therefore* use "live" problems or situations 
wherever possible as an Imoortant interest and motivation fac- 
tor# The insttuotor should see the Job he is teaching through 
the eyes of the learnero 

(k) The order and method of -oresentation of ^he subject matter .. 

Another imoortant step in planning is the selection and organ- 
isation of subject natter for the lesson. The best criterion 
in arranging materials in teaching sequence is that the order 
"makes sense” from the learner ’’s point of vievo 

This requires a full understanding* not only of the subject 
matter* but also of the level of the students^ knowledge and 
abilities in the subject. This instructional order of materials 
frequently differs from the order in which they will be used 
later by the learner. This indicates that a sequence of mater- 
ials arrange^ in order of difficulty may not constitute the best 
instiuctional organization of that material* ssths student often 
will not see the reason for or make immediate use of* what he 
learns. 

(General principles of arranging in sequence new ideas or pro^ 
cedures for instructional^ purposes ares 

Ca) Grange the material so that the student will eee the 

necessity for each step in the instruction as it occurs* 
that is* plan the sequence so that the materials have 
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meanine from the point of view of the traineec 

(b) Start with material with which the student is fami- 
liar and proceed to that which is newo that is, work 
from the known to the "unknown", 

(c) Proceed from the simple to the complex whenever this 
is the only sequence of use of the materials, if this 
instructional sequence does not violate the principles 
in (a) and (b) above. 

yiShal and other teaching aids to be used . In light of the 
training objectives, consider the requirements for and availa- 
bility of training aids, equipment, training areas, and facil- 
ities. Frequently, the instructor will have to lnq>rovise; then 
the importance of early planning is emphasized. Illustration 
and demonstration equipment is seldom available at all times in 
situation. One way to avoid delsiy in securing such 
equipment and to increase efficiency of the teaching Job is to 
plan far enough in advance for all equipment and teaching de- 
vices, to make sure of having things ready for use when needed. 

The following condensed planning form is suggested here as a 

possible form for use in securing and scheduling teaching devices 
and supplies. 


_F0R TMCHIWS DEVICES AND SUPPLIES 


Lesson No. 


What is needed 


Bate needed 


Where it 
may be had 


Check when 
arrangements 
are completed 


Bate of ^rainir^. In considering this factor, the instructor 
checks the training schedules to determine what previous training 
the men have had. In more advanced training, it becomes necessary 
for the Instructor to consider previous assignments and experi- 
ences of his men. With this information he can better tie in 
his own unit of instruction with other phases of the training 
pro^am. It enables him to plan an effective apprt^asll, to his 
subject - one which will meet the specific needs and background 
of the trainees 
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The instructor can explain many mv things by giving illus- 
STAT trations drawn from the past experiences of the trainee and re* 

lating these past experiences to the new materials The new 
material to be taught is explained by con^aring it with 
thing with which the trainee is already acquainted. 

STAT 


The job of the instructor becomes one of explaining new facts# 
informationo orlnclpleso theories# and the like*) In terms of 
everyday things with which the trainees are familiar# The 
instructor who describes carburetion as the ’’atomization of 
combustible material to facilitate combustion of ingredients*’ 
may be entirely correct# but very few students will get the flill 
meaning from this explanatioHo The subject -matter must be ex* 
plained by using illustrations and words which the students 
understands 

Since all students have not had the same past experiences and do 
not attach exactly the same meanings to wo^ds which are used# no 
two students can be expected to place exactly the same Interpre*^ 
tation on complicated phases of a subject unless good Instmction 
prevails o This means that the instructor must carefully select 
illustrations and spend great time# effort# and ingenuity in 
other ways in order that his trainees will get the desired meanlngSo 
In the early stages of training the instructor will have to draw 
his illustrations from experiences common to all men in the groupo 
As the training advances# more and more illustrations should be 
drawn from things experienced in the beginning phases of the 
training program<> 

(7) Planni ng for field trips a Whatever equipment for demonstration 
and practice is available# it will be advantageous to the trainees 
to be taken into the field for the purpose of inspecting something 
that has been done or watching something that is being done^ If 
these trips are to be of maximum value to the trainee# they must 
be scheduled and planned so that each trip may be made as closely 
as possible to the lesson which most nearly ties up with the work 
that is to be witnessed on the trip. 

Pr ea e n tat to n o The second stage of a lesson plan is present* tlon^ This 
is the actual presentation of the teaching material In the presence of 
the students© It consists of two major steos# the introduction and the 
explanation and/or demonstration© 

(l) Intro duct ion c In the introduction£> the trainees are prepared for 
the new material which is to be presented© *^ey are told what 
they are to learn# why they are to learn# and the proficiency 
they are expected to attain, ^he instructor also outlines exactly 


Approved For Release 2009/05M : 



Approved For Release 2009/05/05 : CIA-RDP78-03362A^01 80011 0001-7 

9 ^ 7 ^ 


what la to be done during the lesson so that the students will know 
how the lesson will be conducted© 

(2) ^pl ana tlo n and / or Demonstrationo At this time the instructor ore*® 
sents the new material to the students, This may be accomplished by 
a brief lecture^ a directed discussiont demonstration£> or other suit- ♦ 
able method of instruction© It may be accomplished by a combination 
of two or more of these methods© Whenever possible in this presenta- 
tion sta^e, the instructor not only tells, imt shows— that is, demojo^ 
strates how things are done— so as to prepare the students for the 
correct application of knowledge and skills in field activities© 

Applicationo In tnis stage the men are given the opportunity to DO; trainees 
learn most thoroughly by doing© The capable Im tractor will have his 
trainees apply the principles and procedures learned in each lesson as 
quickly after his explanation or demonstration as possibleo This applica«» 
tion is one of the ways a good instructor makes a difficult subject seem 
simple© Under his supervision his trainees, as individuals or as teams, 
should apply what they have learned, thereby proving to themselves as well 
as to the instructor their mastery of the subject matter© Field instiuic«> 
tion provides mapy opportunities for both Individual and team performance© 
During the applicatory phase the instructor continues his teaching and 
begins to test his students© 

.^ami nat ion © In this step the instructor checks on the student mastery 
of the materials taught© The instructor can be certain that the students 
have mastered the essentials only after he has checked their ability to 
perform without assistance© In testing, he faces the problem of what to 
measure and how to measure© A number of different testing techniques should 
be used to evaluate student progress© ^his uhase may not be separate from 
the applicatory step— if full testing can be done during that step© 

discuss ion aM Critique© ^hla is the final stage of instruction and always 
follows the application or the examination©. Here the instructor reviews the 
knowledge, skills, techniques, or appreciations acquired in the instruc- 
^ tional unit and th® progress made by the individual or group© Its functions 

are to give a complete picture of what has been taught and to clarify any 
phases of the instruction which are not entirely ui^erstood© The term cri- 

I® usually restricted to the review given after an applicatory exer«=» 
else© The critique provides an opportunity to correct wro^g learning, to 
emphasise again the objective of the ins timet ion, and to relate what was 
learned in one lesson to the other instruction of the subject or course© 

Using the lesson plan © 

a© The lesson plan is a guide© It is the instructor's outline for conduct lag 
his class© Trainees are quick to aopreciate that the instructor has given 
the same attention to his teaching that he expects them to give to their 
learning© 

b© The lesson plan is not a crutch© The instructor will seldom hold the plan 
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in hla bandit bat ho will have it available at aH tm- quick 

wneeo 

1339 lesaott plan is not a substitiite for thinkiago llie tn3tpual«>^ ^iuonla 
jaaster each step theopoughly before lusing Ito 'Cba lessor pla® Is a 
ton 'wfcleb the Inst^Tietcr should fin ouit with as saany 
llluatrationss asad practical applioatlons as poBsitsi*,, 

Lesaoii plana should tm adopted to the classc. If «sa l^-tructor fXimdSij 
in presantiiig a leeaoa;^, that the suggested pmcedbjres ere aoi leading 
to the deslf^ reauitSf. .he should feel ftett to ehaaga ills approa«jht, Ho 
jaaiter how ossefully the lesson has 'been plaasnedij it le iapossl'b.i** tt> 
anticipate with c-oBsple^^e eextalnly the reactiosas ©f different sl^rssaso 
A lesson should ba plaaned flesdLbly so that variatic-ns in piroQedm-:*^ 'ima. 
he aaade if necessary „ Xhe instructor should be guided tte leaj tdag 
of the trainees rather than by the irlgid eawcutlon ©f procedures eat- 
lined in the plane 

The Xesetm plan viJl. need constant revisioHo Ho two teaching 8ituat»> 
tions are identloalp and the instruotor repeatedly uses the sane 
plan without revising it according to his esKpwieaeoa will ftnd that hie 
tefiuihing efficiency is lowered^ Even in cases where lesson plans are 
reproduced by the unit in printed or mimeographed forms^Ej the instsuetear 
should not hesitate to make notes in the plan ^dxich vUl adapt thn plan 
to anticipated nseda of the classo 

Lesson plans should be kept for future use in revising and iiaproviiig 
instnu^one The unit tdiieh keeps a eoaplete file of lesson plans 
will find that Instruotion will becoos progressively hetltero ^ 
mkiag of trsdning plans will be facilitatedp and iftetr-uciors will have 
mors time for other essential elements of preparatlcs.-, If the uaa t 
needs to develop a testily prograag the lesson plara oa fUe will fensa 
a basis for construction of testsv 


I?fial3?safek In the rehearsal the instruotor fi'QBmta the 

lesson as coEsgsletaly as possible without the student g py<sse»tf, If 
posslfeBleD the leaaon shc^d be rehearsed in. a reslde-tlc ©S-tuaticU; 
Rebearsala are tisunliy necessary if the instruertor **:3s aesietau-te 
and/or eacteaaiv® troiaiag aids^ or conducts a demons traticJio 

'■M. .mL slsmsM s£. a Iwl £S]l3Siis^> 

(1) .t-hysicai setiq> should b© as near as possible tc that of the 
actual s?itt,xatlon, 

(2) Assistaat A.r-xj!t3ni«tors sbotild be present and .refcoarae their 
dstties as y-i'sild perforei them dijsriug 'lia &,f t-ual laasoac 

(3) Other Interested persons shorild be present* Tl:e7 car. provide 
constructive criticism on the vartous pasts of tie lessono 
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c» ^ dari^ a rehear aal. A properly conducted rehearsal of 

a lesson should enable the Instructor to check on and revise if advis- 
ables 

(1) Order of material presented » 

(2) Clarity of earolanations* 

(3) Qioice of words o 

(4) date and volume of speech^ 

(5) Bffectiveness of training alds» 

(6) ^fectiveness of questioning, 

(7) Bffeotiveness of demonstrationo 

(8) Coordination of work of assistant instructorso 

5“ instructor should provide himself and his assistants with 

s^flclent time just before the instruction is to be given to get every^ 
thing in readiness for the lesson^ A check of these items should be made; 

9-0 Is the necessary equipment On hand? 

b» la the physical set-up properly arranged? (Tables, chairs, benches, 
equipment, ventilation, lighting, etco) 

Cc. Are all instructional naterials for students® use at hand? 

Inference materials, mimeographed materials, manuals, assignment 
sheets, work sheets, tests, etc) 

d» Are all assistants present and do they understand their duties? 

o» Have all the training aids been procured and properly arranged for? 

f c Does the Imtructor have his plan or notes for use during the lesson? 

PLaN roUH WOM AM) WOM YOUil “Today “s Problems" must be planned 

"Yesterday." 
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ATTACHMENT A 


POSSIBLE SUBDIVISIONS OP A LESSON PLAN 


I. PHEPARATION 


Title; 




Time iieQulred : 


Classes Presented to ; 


Tools a iiaulnmsnt and 


trials ; 


Personnel: 


Ulng Aids ; 


■References : 


Stnd.v Assignments ; 


Trainee Uniform and 


Transportation He° 
ouirements: 


II » PBESENTATIOH 


Introduction ( itotl° 
vat Ion) 


NOTE; 


Lesson Plan Outline 


Subject to be presented, 


VIbat Is to be achieved in this lesson? 


Which methods will be used? Lecture, confer^ 
ence, etc» 


Lexigth of this lesson. 


Tarainees to receive instruction, 


Items needed by instructor for trainees in 
clas s o 


■Assistants needed. 


Training aids to be used during lessono 


Where is the subject matter for this lesson 
found? 


What should trainee study before coming to 
class? 


Whtit should trainee bring to class and how 
should he dress? 


Will transportation be needed? 


Give the trainees reasons for learning this 
lesson needs Why? What? How? 


If some special technique is used to gain the 
attention of the class, such as demonstrations 
or skits, put it into your lesson plan as a 
NOTEo^ 
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itandaras; If specific standards are required in the 

lesson, tell the students what is expected 
of thenio, 

■feitplanation and/ or Demonstration , 

All main points of the uresentation should he designated (l)s (2)» 

(3). etco 

h* When notes, training aids, questions, and other instructional pro“ 
cedures supplementary to the lesson are used, they are put into the 
plan as follows; 

STAT 

Question; What are the limitations 


NOTE; Use chart #540„ 

Illustration; Draw circuit diagram on blackboard » 

STAT 


c. If a demonstration is used^ 

(1) Outline In proper order the steps of the procedurco 

(2) Include in the outline; 

(a) ''Questions to check understandingo 

(b) Notes on use of equipment® 

(c) Notes on safety precautions® 

(3) Summaryo 

NOTE; Summary should be used here if the unit included 
application and/or examination. When the lesson 
includes only presentation and discussion stageso 
use the summary in the discussion stage® 

(a) Henriew main points. 

(b) 5o=>enroha8ize important items and safety precautions. 

III. APPLiCiiTION 

a® Outline in detail 

(1) Directions to students® 
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(2) Arrangement of student&s, requirements and materialsc 

(3) (General plan for conduct of practical wor>c<,. 

(4) Practical exerciseso 
Outline of Initructore aetlvltloa o 

(1) Supervieiono 

(2) Procedures to be followed« 


(3) "iiafety precautions tote observed, 


I7» examinatioh 


a. Written tests o 


b» Oral teats. 


c. Observation of trainee's worko 

NOTE; This step will be covered in applicatory phase. 


Vo DISCUSSION AND/OH CHITIQUE 


a. Clarify points of difficulty which students may have had, 

b. > Summarize the lessono 

(1) Hecap points covered, 

(2) Outline these main points in the plan„ 

c. Close witn a strong statement, 

NOTE; A lesson which does zu>t contain application or 

examination stages will number only those stages 
employed and omit the others. In the case of a 
lecture (which employs only the Presentation stage) 
the main dlvidlons will be; 

lo INTliODUCTION; 2, EXPLANATION; 3. SUfiMAHt 


Approved For Release 2009/05/05 : CIA-RDP78-03362A001 8001 10001-7 



Pgeaantatlon t 

Introduction 


jn and/or Demonstration ? 


Time 


Time Required ? 


Examination t 

Diaeussion and/or Critique 


Time Required ? 
Tima Required ? 


Time Requj 
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C11i;GaLIST KlfcOri&Jl/UTIOII of XFSTilUCTICK 




Appeg ^^ang j?. . Was the room, ordirly? 


sM, .YSStilsito ' 

light szid air? 


Jas there adeoiiate 


3 e3.tiiii^ ary^-.^ev'Ctc tit Coiud a3-l studeiriis see | 
th© i;ast:mctor and tl'iose train-ing aids r.BGd | 
for the instruction? | 

X aterest-^Qstroylag fasJsrg* ''feafe there an;/ ! 
features of the location uliich irould distx^act | 
tile attention of the students or tlie instruc. - | 
tor fx'oni the lesson Itself? | 

Appearance ‘»as he neat? 

h* Physical. Tit§l,ity, Was be energetic and 
full of enthusiasm for his subject and for 
the instruction? 

e* Voice , ^ias his voice clear and understand- 
able? Forceful? Did he speal?: too rapidly 
or too slowly? Did he vary the tempo of 
his speech to fit the ideas he presented? 

Did ho speak clearly? 

d, Mito: Did he use appropriate 

gestures? Did he liave any distracting j 

mannerisnis? | 

i 

e. PlyegtleB ol a£!ignj«^o Oid he address Ms 
remarks to the class and not to the bla-ck-^*- ' 
board.; charts or to the wiridoijs or walls? 

a, I:atere^:fe^ there an active inte 2 ?est 

tiirouB^-out the lesson? Did they appear to be 
attentive? Did they participate ful3-y? 

b. ue^ctions rTnstruction , Miat ijrere the stu- 
dents^ reactions to the lesson (as evidenced 
by unsolicited coiments or your informal ob- 
servations)? 

c* Attlfed^ towgr g. ingtx^iSS^^^ bhe attitude 

botjard tlie instructor satisfactory? 

4 *, 


(1) Did the instructor give evidence of 
being well prepared? 

(2) ..'C3re tsaching aids available for use? 
b^ fresentg-i iion., 


(a) Do you feel that the introduction'. 
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1 


Riill/UcXS 


aroused tiis interest of the pupils? 

(b) Uas the objective stated? 

(c) liere the students inforsied as to 
vjhat ims expected of then during i 
the instruction? 

(d) Were the students infor^aed as t(t 
the procedures to bo follovcd ir.. 
the instruction? 

(2} iiiimlanaMon (and/or discussion . ^§isg'- : 

♦ 

(a) Do you think that this phase was 
clear and to the point? 

(b) Do you tliiifjlc the instructor brought 
out the relationsiiip of the new 
naterial with that \^hich the stu^- 
dent alrea<fy knevr? 

(c) Was the instructional method used 
effective? If not^ v^at would you 
suggest? 

(d) Were questions asked by the instruo* 

tor? Did the students ask ques^- 
tions? j 

(e) Were available training aids used? f 

i 

(f) To what extent toere the aids ef- \ 

feetive? j 

I 

(1) ias enough tirie given to this stage of s 

instruction? | 

(2) Do you feel the applicatory phase was ! 

effective? If not, lAy not? 

(3) Were aids and other facilities used to 
best advantage? 

(4) Were all students psTticipating fully? 

(1) Were tJie students examined on tlae sub- 
ject laatter of the instruction? 

(2) Was the testing method a satisfactory 
one? 

e« Qsiidsm* 

(1) Do you thinJ: it was well conducted? 

(2) Were important points sumnariaed? 

(3) To xrhat extent did students cojument on 
the instructional methods used? 
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m^diKS 


5 * 

a* you feel the lesson objective i-jas attained? 

b* vJhat tjero the major strengths of the instirucv 
tor? 


0* tliat irere the outs’andiag features of the les*- j 
son? i 

d,. wihat vrere the major uoalmeoses of the instruc— I 
tor? j 

i 

a, ^Jhat are the faults of the instructor *you feel I 
Mist be corrected? 

I 

f . Do you think tliere ims a proper distribution j 
of tine for the class instruction? ! 

j 

j 


i 

< 

\ 


I 

I 

f 

i 

i 

i 

I 

1 

f 
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STAGES OF INSTRUCTION 


PREPARATION 

PLAN 

PRESENTATION 

TELL & SHOW 

APPLICATION ^ 

DO 

EXAMINATION 

■■ m'-If 

CHECK 

DISCUSSION a 

OR CRITIQUE a 

' REVIEW 
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Consider 
in t|oijr 
estimate 


Equipment, facilities and training aids 
State of training 
Time available 
Instructors needed 
Mission 

A NALYSIS OF SUBJECT 

Training conditions 
Every problem anticipated 
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STAGES OF INSTRUCTION 



PREPARATION 

PRESENTATION 

APPLICATION 

EXAMINATION 

. DISCUSSION a 
OR CRITIQUE 


PLAN 

TELL AND SHOW 
DO 

CHECK 

REVIEW 
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Equipment, facilities, and training aids , 

State of training 

Time available 

Instructors needed 

Mission 


Analysis of the subject 
Training conditions 
Every problem anticipated 
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ATTACHMENT A 

POSSIBLE SUBDIVISIONS OF A WESSON PLAN 
Outlino for Los son Plan 

I. PREPARATION 
Title ; 

Ob.i ectives : 

Type ; 

Time Reaiii-re<^ ; 

Classes Presented to ; 

Tools . Equipment and Materials ; 

Personnel ; 

Training Aids ; 

References ; 

Study Assignments ; 

Students * Unifomi and Equipment ; 

Transportation Reouireroents ; 

II. PRESENTATION 

Introduction ( Motivation ) State obj ectives j give the students 

reasons for learning this lesson. 

Why? What? How? 

If some special techniques is used to gain 
the attention of the class, such as demon- 
strations or skits, put it into your 
lesson plan as a NOTE. 
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Subject to be presented. 

What is to be achieved in this lesson? 

Which methods will be used? Lecture, 
conference, etc. 

tength of this lesson. 

Trainees to receive instruction. 

Items needed by instructor for 
trainees in class. 

Assistarits needed. 

Training aids to be used dufihg 
lesson. 

Where is the subject matter for 
this lesson found? 

What should trainee study before .■,1 
coming to class? 

What should trainee bring to class and 
how should he dress? 

Will transportation be needed? 


STAT 


STAT 
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S tandards t Tell students the standard of 

perfo&ince to be required of them. 

Explanation and/or Demonstration : a, AlX main points of the presen- 

tation^' sho^^ld be designated (l), (2), 

(3), e%c. 

b. When notes, training aids, questions, 
and other instructional procedures to 
supplement the lesson plan are used, 
they are included in the plan as follows: 


Quiestlon ; What are the limitations 


NOTE: Use chart #540. 

Illus tr ation : Draw net diagram on blackboard. 


Caution ; 

Example ; 


c. If a demonstration is used, 

(1) Outline in proper order the steps 

of the procedure, 

(2) Include in the butline: 

(a) Questions to check Under- 
standing, 

(b) Notes on use of equipment, 

(c) Notes on safety precautions, 

( 3 ) Summary, 

NOTE ; Suii^mary should be used here if the unit 

included application and/or examination. 
When the lesson includes only presentation 
and discussion stages, -use the summary 
in the discussion stage, 

(a) Review main points, 

(b) Re-emphasize important items 

and safety precauti.ons , 


III. APPLICATION 

a. Outline in detail 

( 1 ) Directions to students, 

( 2 ) Arrangement of students, reqtiirements and materials, 

— 2 ^ 
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(3) General plan for condilct of -practical work. 


(4) Practical exercises, 
b. Outline of instructor’s activities . 

(1) Supervision. 

(2) Procedures to be followed, 

(3) Safety prfeeautiohs to be observed, 

IV. EXAIIIMTION 

a. Written tests, 

b. Oral tests, 

c. Observation of student’s work, 

NOTE: This step will be covered in applicatory phase, 

V. DISCUSSION AND/OR CRITIQUE 

a. Clarify points of difficulty which students may have had, 

b. Summarize the lesson, 

(1) Recap points covered 1 

(2) Outline main points in the plan. 

c. Close vjlth a strong statement. 

NOTE: A lesson which does not contain application or exami- 
nation stages will number only those stages employed 
and omit the others. In the case of a lecture (which 
employs only the Presentation stage) the main divisions 
will bo: 

1. INTRODUCTION; 2. EXPLANATION; 3. SUI'lLiRY 


-3- 
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ATTACHI'fflNT B 

SAMPLE pUTLINE FOR LESSOll PLAN 
INSTFyJCTOR TRAINING COURSE 


Title ; 

Objective (s) ; 
References ; 
Training Aids ; 


Time Required ; 
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HICBIEM EVALO&TIQK AID) COKSIRUCTION SHEET 
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CHOOSE THE BEST METHOD 


Method of Instruction Use It Don»t Use It 


i. LECTURE 

With other methods 

Supplemented by visual aids 

When many ideas have to be 
presented in a short time 

In summarizing large phases 
of instruction 

When presenting general or 
basic information 

For material with many 
details 

For training in a skill 

2. DEMONSTRATION 

To show a manipulative 

When note-taking is 


operation or skill 

required 


To clarify principles or 
■tlieory 

In place of practice 


To show use of equipment 


3. PRACTICE 

To develop performance skill 

Unless it is supervised 

(APPLICATION) 


To help in retaining infer- 

Until basic principles 


mation 

have been taught 

4. HIOBLEM SOLVING 

To develop thinking habits 

Unless your training 

Field Problem 


situation can simulate 

"Live Problem" 

To develop team performance 

To integrate all previous 

real conditions to be 
faced by the students 


training 

As initial training 


To simulate actual conditions 


5. DIRECTED STUDY 

To develop understanding 

To fill in time 

Case 

S'tady Assignments 

To get diversified opinion 

Unless it is supervised 


To develop thinking habits 

Unless your training 
situation can simulate 


To simulate actual condi- 

real conditions to be 


tions 

faced by students 
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• 

• 

6, DISCUSSICW 

To make students think 

To fill in time 

Directed Diecus**^ 


To emphnsiae factual material 

Wittcui a good leader 

Conferehc'e 

Panel 

To warm up or review 

In large classes 

Semindr' 


To give reasons 

To get benefit, of previous 

To present new mater- 
ial 


experience 

In place of practice 


To get opinions and help 

Unless people are 
already informed 


To m.)dify opinions 

about subject 


To develop under sending 

As initial training 


To get acceptance 

In place of practice 
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IJESSON PUNNING APPLICATION _ Assignment #2 


Each student is required to prepare a lesson plan. The topic will 
be assigned by the Chief Instructor of the respective branch. The 
plan shovild follov; the format of the example given in the reading 
material, "Lesson Planning." A typed original and three copies of 
the plan must be submitted to the Chief Instructor, ITC, Each stu- 
dent v/ill present his lesson to the class. The lesson will be 

minutes with minutes allotted for the students' and instructors' 

evaluations. The ITC staff will notify the Chief Instructor of the 
respective branch of the scheduled time for the student's presenta- 
tion. The Chief Instructor will assist in the evaluation. 

The purpose of this assignment is to: 

1. Acquaint the student with the uses of lesson plans and 
the construction and format of the lesson plan as it is used 
in this organization. 

2. Give the student an opportunity to prepare a Icssot^ plan. 

3. Allow the student to present his plan before a group. 

4. Evaluate other students and their lesson plans. 

5. Give the student an opportunity to have others con- 
structively evaluate his efforts for the purpose of improv- 
ing his effectiveness before a group. 

6. Recognize the assets and the shortcomings of student- 
instructors, so that the student will continue to improve as 
an instructor in his assignment. 

The four copies of the lesson plan will be distributed as follows: 

Original copy - ITC instructor 

Copy 2 — Student evaluator 

Copy 3 - Student evaluator 

Copy 4 — To be retained by the student 

A schedule will be posted on the blackboard giving the order and the 
time of the presentations, and the student-evaluators for the lessons. 
All members of the class will evaluate each presentation as in Assign- 
ment #1. 
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The persons assigned to evaluate will: 

1. Evaluate presentations following the same procedure as 
was used in the first assignment. A different evaluation 
form and a guide for its use will be provided for this pur- 
pose. 

2, Comment before the class on the instructor's ability to 
follow the lesson plan. 

Each instruction will be recorded v;ith a playback at a scheduled 
time of the following week. At the time of playback the student 
will have the evaluation sheets. An instmetor will be present to 
answer any questions which may arise. 

Aids secured frem the students' assigned branch may be used. In- 
structional Services Staff cannot be utilized to prepare an aid for 
the lesson. 

The technician v;ho will make tjio recording will give a "threc-minutes- 
to-go" warning sign to each student and v/ill s top recording at the end 
of the allotted time. 

An instructor will assist any student in the preparation of his in- 
struction during the scheduled time for lesson planning. 
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